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Sectfon A: Local Goverament Unit
City of Pataskals City Adminstrator

go ot entity) {unit)
E;:%\~ Benjamin King City Administrator August 15, 2016
(signature Of responsible official) {name) (tile) {date)

Section B: Records Commission

Qliy of Paraskala Records Commission 740-927-4671
{telephone number)

621 West Broad Street Pataskala 43062 Lickk g

(addreus) {city) (@p code) icounty]

To have this form retumed to the Records Commission electronically, includs an email address:

_khoskingogl pataskala.ch.ug

Thereby cartify thet our records commiasion met In &n open meeting, a5 required by Section 121,22 ORC, and spproved the
schedules listed on this form and any continustion sheets. 1 further certify that our commission will mako every offort to prevent
thess records series from being transfarred, or otherwine disposed of in violation of these schedules and thet no record
will be knowingly disposed of wi pertains to gny pending legal case, claim, action or roquest. ‘This action is reflected in the

minutes k@lbythhwr:mn‘?. | I fﬁr/’w,‘

|
Records Commission Chair Signature Dete

Sectian C: Ohio History Coanectien - State Archives

{ h.:.n."rl [ ‘.1__'!.'.- m A lbjﬂ.ﬁ.—.ﬂ:-yl / ./_.' Cif
Signature Title Biite
’-Wn_ : Auditor of State J - B
"Zi-if,«;‘ EMNot— s (Ve 9.12.-16
Siﬁmm Tide Date
Please Note: The State Archives resains RC-2 forms permanently. It is strongly recommended that the Records Commission
retain a permanemnt copy of this form

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2016
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing this form,
Chty of Pataskala City Administrator
{local goverament entity) (unit)
) - @ o [0) @ ® )
‘ Schedule Record Title and Description Retention Mediz For use by RC3
Nomber Period Type Auditor of | Required
| Stafe or by
|——— LGRP LGRP
General Correspondence: Subject matter may include
‘ 08-00001 Informatian conterning the genaral administration of the City to | Retaln untli no Paper or
Inchade peojects fiscal and personnel mattars that may be longer of value Electranic D
— = _recalved from efther an internal or wxtemal source. |
08-00002 Translent Correspondence m‘: ::::: m ]
0300003 Unsolictied Correspondenca/Unsolicited MaWUnsnll:ned EMall | Retalnuntlina | Papsror - '
and similer unsoliched correspondenca tonger of value Efectronic Q
Retsll untll no Paper or 1
08-00004 Caples — Reading, Informationat and Refarence longer of value Hectronkc D
- o Retain unti na Papar ar
08-00005 Drafis, Infarmal Notes, Reminder Notes
| N longerofvalue | Efectronic ] [:l
Retain untl no Paper or
08-00005 Blank Forms longerofvaflue | Electronic (]
N ‘ Retain untli no Paper ar
08-00007 ] Bullatins, Posters, General Notices and Dispiays longarofvaiue | Electronic .|
| Com, General Administrative and Fiscal Reports (Non- Retaln untll no Paperor
aa-A000s J lplﬂl:;;“ longsrofvalua | Electronic ]
N e -
06-00009 | Volce mall, text messages, caller ID, logs, paper messages m‘: untine I Eperor r
0800010 | Generaladminktrative les ol st Loriedl =
08-00031 Electronic Mall System (E-mal) - :,";"‘ Blactronic .
T | Retain 2 system
08-00012 Backup Data (Not duplicated an desktops, laptops and PDAs) backup cycles Elactronic D
B - then delete _ R
Facsimlle Lags/Cover Sheets/Confirmation Noticas and Buffer Retain until no Paparor
08-00013 Pdnb:‘m: ) longer of value Electronle D
o - “dywarsthan
0800014 | Awards, Newspaper Articles and Clippings e e e | Eoc =
! Historical valus —
|l = | & yaars then R
appralse for Paper or
08-00015 | Press and news releases Administrative or | Electronic m/
1__ _ o Historicalvalue | - | =
08-00016 Genaral Fhotographs, Negntives and Elactronic Images ﬂ'r:': :::m": :;::::;h [:_ ]
08-00017 Business Cards — Rolary, Ralodex and applicable software flles m: :,n:':,:: ::::m':h [.__]

SAO-/LGRP- RC-2 (Part 1 & 2), Revisod August 2014
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Section E: RECORDS RETENTION SCHEDULE (RC-2) - Part 2

See instructions before completing ihis form.
City of Pataskala City Administrator
(local povernment antity) (umit) o
oo @ e [ @ ® -
Schednie Record Title and Description | Retemtion Media For use by REC-3
| Number | Period Type Auditor of | Required
| | | State or - by
S | W—— = L | LeRP | 1cRe
| Continually [
| Planning/Schetuling/Calendar/Training Informution snd Data on: | updated, revised, | Paperar [
08-00018 Dispiay Boards, Erasable and Dry-Erase Boards, Chalkboards, completed, G "h 4
[ | Evsel Pads and Electronic Madla supersaded or Electron | i
—— ] . | erased | il S 1
0800019 Hourly/Dally/Weekly/Monthiy/Annual Appointmant Books, Ratain untll no Paparor |
| Records, Calendors, Schedulas, Drgankeers and Plannars | longerofvalve | Electrome N
| — | - + mﬂm | |. = =z | =
| oa-00020 Lsts/Rosters/informal Directorles containing employee contact | malntained, Paper or |
Information purgad and Electronic D
. | _upoated L ! |
| Malntaln unth
08-00021 Matariai Safety Data Sheets obsolete, or Paper |
| | suparsaded, then |
I i} ~ destroy | I —
08-00022 l Anonymous or Unfounded Complaints ::l':: :: :I‘Imn: 1 :;:::;c | I D
| 0800023 i Professional and Trade Magazines, Catalogs, Reference Retalnuntine  Paperor I
Publications and Directorias lenger of value Electronic _|1=]
] el | o
0800024 | Professionsi Organtzation and Association Fikes m:"‘:ﬁ | kel | ]
_— | s I VEE—— i
| os-00025 | Equipment Operating and Maintenance Manuals m:ﬁ:ﬂ: :m::k I [_—
| 0200026 | Equipment Maintanance and Repalr Records oeammof e | rndul | M
' Maintain untll | Pu_ |
0B-00027 | taws, Regutations and Rules {Local, County, State and Federal) revised or !I.p;r ork ' D
| | rescinded | o } o
[ I e Maintain until | Paperor |
| 08-00028 | Policies, Pracedures, Rules and Regulstions m Electronie | D
| ————— i
| 08-00029 | Public Record Request Farms 1 year Flectrank | ]:i
I [ 25 yaars after ' Bl
[ hio Public Records Compilance Foider (May contain appropriate | revised, [
| 08-00030 | 2:_:. ;—i or RC-3 Fﬂﬂl'l’, ﬂlﬂ.md, ar Faper D
) discontinued AR
| | ' o | weree |
| 08-00031 | Attorney Client Privileges & legal opinions Parmangn Electronlc | (]
| [
i ]
oL
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